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United States Bankruptcy Court
District of Delaware

Monday, April 21, 2003



Agenda

Opening Adversary Cases

Filing when CM/ECF is Under the Weather
Pro Hac Vice Motions

Amended Complaints

Importance of Choosing Correct CM/ECF Menus
& Codes

Certificate of No Objection/Certification of
Counsel



Agenda (continued)

Notice of Completion of Briefing

Notice of Dismissal vs. Stipulation of Dismissal
Settlement Agreements

Recap ~ What to file in the Main Bankruptcy Case
Inactive Adversary Proceedings

Entry of Default & Default Judgment Procedures
Notice of Document Entered in Error

Training & Resources



District of Delaware
Adversaries Commenced

In the 12 month period ending June 2002,

7,564 cases commenced

In the 9 month period
from July 2002 to March 2003

[,628 cases commenced



National Comparison of
Adversaries Commenced

In the 12 month period ending June 2002:

CA Central 4,702
CA Northern 2,038
PA Eastern 1,912
NJ 1,867
IL Northern 1,866
NY Southern 1,814

MD 1,701



How to Open an
Adversary roceeding




In Preparation for E-Filing

Prepare the following as files iIn PDF
format
(optional)
(iIf any)

PDF files should contain up to 4 megabytes
(approximately 30-50 pages).

— If your file is larger than this, break it up into
smaller files.

Have a copy of the Coversheet and the
Names and Addresses of all parties at hand



Step 1

Bankruptcy 5 Adversary




Step 2

TIP:
dversary Events
Do NOT
ﬁﬂﬂwer_ﬂ... choose
Complaint & Surmmrnons “Complaint

Bdotions

pen an A F Caze
rdeﬁ@pﬁﬁc}nﬂ

(_ther

& Summons




Step 3

This screen shows that
this Is an adversary
case, the date the case

. . Open Adversary Case
IS being opened, and ; L
_that a complaint will be e P
included. Date filed 4/7/2003

No changes are Complaint [y =

necessary, just accept Next| Clear |
Defaults & click [Next]




Step 4

EE F Bankruptcy

Open Adversary Case

Lead case number |enter bk case # hergl

Association type !ﬁaduers Ay -

.He:-:ti I:Iear_l




EE F Bankruptcy

Op R Adversary Case

ase 15 assigned to Delaware Diasion, Judee Walsh
based on the lead Bankriptey case 03-10010-FIW,

Clear I




Step 6

Bankruptcy Adversary
Open Adversary Case
Ssearch for a party
SSN TaxId |

Last/Busmess name |M.T. Ihc,

Sear!:h ' Dlearl

g




Step 7

Bankruptcy Adversary

search for a party
SSN | Tax Id |

Last/Business name |

oearch | Cleafl

Party search results
No person found.

Ureate new pary

W




Step 8

eEnter
plaintiff’'s
address,
including
county

Change role
to plaintiff

Click

TIP:

Double check
spelling of name

EEC F Bankruptcy Adversary
[Party Information
Last name [M.T. Inc. First name |
Middle name | Generation Ii Title |
Bal I— 273111734 Tax ID !555—21—4544
Office | Address 1 I432 YWest River Dr.

Address 2 [Suite & Address 3

City |Wi|mingtu:|n State

County |New Castle :I Country
Phone | Fax
E-mail |

ProSe |n|:| "I Raole

Party text |

Add all attornesys and

. Aftorney.. Alias.., | Rewview...

i
Subrmit | Cancel | CI'Eg;arl

I

[oE Zip 19801
[usa

I

| Plaintiff (pla:pty) =

Plaintift iplacphd
Fealtor (rpty)

Fespondent (res:phy)

clicking the Sybmit by Spec. Counsel (sp:pr)

stockhaolder (stkhid:pty)
successar Trustee (sulnphy)
Surveyor (sunepr]

Trustee (i)

LS, Trustee (ustpty)
Withess (witphy)

blank (blanlk) -




Step 9

_SECF

Ssearch for an attormey

BarId

Last name |Fitzpatrick]

Search | _E:_Iearl

Enter your last name In
the “Last name’ field &
click



Step 10

File Edil W&ty

Your name s -
oedess [Evtoeil | oy 1a: 1ssongnss

Shou |d be Phone: 302-454-4545
. Fitzpatrick & Fitzpatrick
f d 4100 Chestnut St.
Ou n " Search for an att| 16th Floor

| = | Newark, DE 139845
Bar Id WS ks

Select your

7} Person Address - Microsoft Internet Explorer:

=10 x|

name & click
Select name |
from list]

Fitzpatrick, Stuar

Select name from list Creale new afiarney

g




Bankruptcy Adversary Query =

Attorney Information (Party T4 T L INC. | )

Patrick Fitzpatrick Esquire Bar Id:154948461 Bar Status:Unknown

Office |Fitzpatrick & Fitzpatrick Address 1 [4100 Chestnut St
Address 2 [16th Floor Address 3 |
City INewark State ’F
Zip [19545 Comtry [
Phone [302-454-4545 Fax |302-454-4545

FE-mail IF’FitzpatriI:k@anyfirm.cDm Lead attorney Iyes 'I

Click the Add attorney or Cancel attorney button to return to
Add attormey | Cancel attarmney | Clear | the Party screen and add other attorneys, add aliases, or
[% aubinit all information for this patty.




Step 12

Bankruptcy Adversary Query

Party Information

M.T.L. INC. SSN:Unknown

Office | Address 1 [432 Waest River Dr,
Address 2 [Suite 5 Address 3 |
City [Wilmingtan State [DE  Zip [19801
County [New Castle ~|  Coummy[UsA
Phone | Fax |
E-mail |
ProSe [no =] Role [Plaintiff (pla:pty) E
Party text |

Add all attorneys and aliases before

Afformey.. l f-‘xhas...l Fawiew.. kit the S e buttots

Submg Cance‘ll Clear|




Step 13

E n t e r any EEC F Bankruptcy . Adversary
- Open Adversary Case
additional ...
plaintiffs - re il
Last/Business name |enter defendant

Search | Clear |

End party selection |

If there are no additional plaintiffs,
Enter the last name or business name
of DEFENDANT In the Last/Business

name field, & click [Search]



Step 14

If defendant’s
name Is found
ey - in CM/ECF,
LastBusiness name | Select the

Search | Clear |
Party search results n a.m e .

Mo person found.

R Otherwise click




TIP:

Double check
spelling of name

*Enter ZECF mesy 5 Ay
defendant’s T

Last name IEiuainESS Cine First name |

ad d re SS Middle name | {3eneration I Title |
’ SSN | 223111234 TaxID |

i n Cl u d i n g Office | Address 1 |10 Springtime Ln,

Address 2. IEiuiIding 123 Address 3 |

Step 15

CO u nty City [Dover State IF Zip [13844
County |Kent -l Country [US A,
Fh F
*Change role s |
E-mail |
to defendant ProSe [0 7] ] T — H
Partytextl ebtar In Fassession os;

; ; Add all attorneys and|Examiner (expr)
® | i k e | pes | Bkl clicking the Submit by Financial Advisor (fa:pr)
Clic

. Interestad Party (intp:phy)
Subirnit | Cancel | (__Tlearl Interim Trustee (intrphy)

Interpleader (i;pty) il
Intervenar {imv:phy)
Intervenar-Defendant (id:pty)
Intervenar-Flaintiff (ip:phy

Jaint Delbtor (jdbi) -




Step 16

Open Adversary Case

search for a party
SSN | Tax Id

Last/Business name [acdt| defendants

Search | Clear |
W

End party selection |

Search for & add additional
defendants or If there are no
additional defendants,
click [End party selection]



Step 17

EEC F Bankruptcy * U S I n g
Open Adversary Case cove rsheet, make

Party code |3 U.S. nota Party | approprlate
MNature of suit | 424 (Ohj/Revocation Discharge 727) j Se | eCtI O n S for al I

Origin | Original Proceeding ;I

Transfer date flelds, |ea.V|ng
Rule 23 (class action) n_;I

Jury demand | Mone j tranSfer date
e blank, & click

h_le:-ﬂl Clear |




Step 18

*Click [Browse] and  [peenadversary case
SeleCt the PDF Of Select the pdf document (for example: C:\199cv501-21.pdf).

Filename

the com plal nt Lachments to Document: ¢ o ;sse

et | Clear |

oIf Including the

coversheet and/or
exhibits, click [Yes] I
to add attachments .F‘imﬁ“‘c

Attachments to Document: * Mo O Yes

Open Adversary Case

*Click [Next] e



Step 19

EE F Bankruptcy Adversary

Open Adversary Case

FOR COURT USERS ONLY: If this is a 727 Objection to Discharge, Doc

For Heceipt #, Enter CC for Credit Card or O for Other Payment.

Receipt # |CC Fee: $150
Next|  Clear |
g

Open Adversary Case

[t Clear |




Step 20

lQpe_n Adversary Case

Docket Text: Final Text
Complaint by M.T.L. INC. against Business One. Receint Number CC, Fee Amount $150 Nature of Suit:
424 (ObjiRevocation Discharge 727). (Fitzpatrick, Patrick)

Attention!! Submitting this sereen commits this transaction. You will have no further opportunity to modify this
submission if you continue.

Proof this screen carefully! If any part Is
Incorrect, use back button to correct screen,
then process screens again using next and

submit buttons. If satisfied, click [Next]



Step 21

Open Adversary Case
U.5. Bankruptey Court
District of Delaware
Motice of Electrome Filing

The following transaction was received from  Fitzpatrick, Patricle on 47/2003 at 10:11 AWM EDT and filed on 472003
Case Name: W.TL INC v. Busmess Une

Case Numbher: 03-50021-FTW

Document Numher: 1

Case Name: Chapter Seven Johnson and Alice Jane Johnson

Case Number: 03-10010-FPTW

Document Number: 25

Notice of Electronic Filing appears.
Print this for your records &
make a note of case #



YOU HAVE JUST
SUCCESSFULLY OPENED A
NEW AP CASE!!




Review of Common Errors



Choosing Complaint & Summons

File a complaint ' Do file a
by opening an - complaint using
AP the main BK
case number

Bankruptcy * Adversary

Adversary Events

ANSWETS. ..

Complant & Suwmmons
Iotions

] e = = oA
Cpen an &F Case Cipflers/Cpimtons.

Drdet ) Optons /éth i
Uither




Possible Consequences

choosing
“‘complaint”
iINnstead of
“Open an ap
case”

New AP Case will
Nnot be opened

Youwilill not
receive acase #

You'll
automatically
be charged the
filing fee



Fallure to add Attorney

When
Entering
Party
Information
for the
Plaintiff,
Don’t forget
(o add
yourself as
the attorney

SECF

Party Information

Bankruptcy

First name |

Generation | Title |

Last name IThe Big Corpaoration

hIiddle name |
ST I— 292.11-1234 Tax ID |111—11—11H
Office | Address 1 [1234\est River Dr.
Address 2 | Address 3 |

State |DE Zip |1EIBIZI1

Clity IWiImingtDn

County |New Caste -] Country W
Phone |(302) 555-5555 Fax |
E-mail |
ProSe m Role |Plaintiﬁ (pla:pts) ﬂ
Party text |
Atomey ) | | Alins. | | Pleview. |44 4l tiomeys and dses befoe " 8

Carncel | Clear |

Adversary . Ouery »



Possible Consequences

Not
entering
attorney
for
plaintiff
when
opening a
Nnew ap case

Attorney’s
name will not
appear on
docket as
counsel for
plaintiff

May Nnot receive
Nnotices
regarding case



Entering Multiple
Defendants in Last Name field

When Entering Multiple Defendants,
Create a New Party for Each Defendant

EE F Bankruptcy . Adversary

search for a party
SSK | Tax Id |

Last/Business name |

mearch | Chaarl

Party search results

No person found.

Create new parh |




Possible Consequences

ENntering
multiple
defendantsin
last name
field vs.
creating a new
party for
each
defendant

Itwill appear as
though thereis
only ldefendant

May delay entry
of default

May cause a case
to be closed before
all matters have
been resolved



Attaching
Summons & Notice to Complaint

¢+ » . File the Summons & Do attach the
A Notice Separately Summons & Notice of
Bankruptcy . Advﬁ'sarv Pretrial Conference to
Adversary Events EFI;]“Ae Eﬂ?ﬂ[{:plal nt
Anzywe
omplamnt & Summons
b lotie
Ietices
Cipen an AP Clase
Orders/Opmions.
Other

Crossclaim -]
Intervener's Camplaint
Matice of Remowval
Fluries Summaons
SUmmIgn
=mmons serice Unexecuted
ESummons and Motice of Pretial C

airdl-Farty Complaint k

ohference




Possible Consequences

Filing
summons &
Notice as
part of
complaint
vs. filing as
a separate
entry (#2)

The Pre-trial date
you've indicated
will not appear on
the judge’s
calendar

May delay entry
of default



Fallure to Add All Parties

Assigned ta:
Related BE Case: 03-10010

FRelated BE Title: Chapter Seven Johnzon and Alice Jane Johnson Diate Filed: 04115003
Demand: $50000
Naturs aof Suit: 424

Defendant

No Plaintiff Added

Technologies of Tommorow
400 Westrminster Ave,

Wliarm, FL 47504
o hs
Filing Date # Docket Text
041552003 B | Complaint by Error: party not known against Technologies of Tommeorow, Receipt Mumber ce, Fee Amount $150 Wature of Suit
424 (ObyEevoration Discharge 727), (Mover, Eelly) (Entered: 04/15/2003)

TIP:

IT this happens to you, Contact the court’s
help desk. DO not open a new ap case.



Possible Consequences

Failure to
add party.
plaintiff
or
defendant

CM/ECF will not
recognize thisasa
proper filing

Party will not
appear on cover page

Text that appears on
the docket for your
complaintwill read
“Complaintbyerror.
Parties unknown...”



Example of Docket with
Correctly Added Parties

Plaintiff
o
Chapter Seven Johnson, Jr. represented by Perry Mason
222 Maple Street Iason & Iason ‘n\-/).
Wilmineton, DE 19835 621 Sunset Blwd,
302-555-5555 Haollypwroad, T4 20210
SEI 123-45-6789 LEAD ATTORNEY
Alice Jane Johnson represented by
2oz Maple Street Perry Wason
Wilrmangton, DE 19859 (See above for address)
302-555-5555 LEAD ATTORNEY
SED 222-55-9874
i
Defendant
Technologies of Tommorow
400 Westminster Ave.
Wliami, FL 4775004
Filing Date # Docket Text
041542003 B | Complant by Chapter Seven Johnson Jr. and Alice JTane Johnson against Technolosies of Tommerew. Beceipt Mumber CC, Fee
Amount $150 Mature of Suit: 424 (ObjRevocation Discharge 7270, Mason, Perry (Entered: 04/15/2003)




Attaching

Wrong or Partial PDF Image

EE F Bankrupticy

otion:
01-55555 Large Corporation

Date document fled (mandatory)
447172003

Select the pdf document (for example: CA19%cw301-21

Filename

I Browse... |
Attachments to Document: & Mo O Tes

MEixt-l Clear |

UNITED STATES BANKRUPTCY COURT
DISTRICT OF DELAWARE

In Ee: Joe's Food Mart ; Chapter 11
Patrick Glavin, : Case Mo, 01-65211(FT%0
Plaintiff
. i : Adv. Mo, 02-10067 (P
Cittbank
Defendant

COMPLAINT



Possible Consequences

Attaching
wrong or
partial
pdf images

Those receiving
electronic
notification will
receive the
INcorrectdocument

May resultin
sensitive
iINformation being
available for public
viewing



Right-Click File and Click
Open to Preview and Verify

EE F Bankruptcy

File a Motion:
01-55555 Large Corporation

a complaint
% Creditar Matrix
ﬁ _REDITOR MATRIx

Select

E CERTIFICATE OF SERVICE - E
ﬂ CERTIFICATE OF SERYICE
a i_HAPTER. 7 PETITLOM - L

ﬂ DEETORS FIRST OMMIBUS OBIE

o A
Date document filed (mandatory) TERE
T —
s . E—'_ Scan For Wiruses. ..
e P openwith » | FORF

Select the pdf document (for example: CA19%9cw501-21, LIRS -
Filename " SndTo b
| Browse... | o

Copy
Attachments to Document: & Mo  Tes

Create Shorkcut

Delete

: Renames
Mext | Clear
Propertiss




Naming PDF Files

Use easily identifiable file names

Incorporate the Case Number into file
name

Incorporate the Type of Pleading into
fille name

Examples:
— 1124 Fourth Interim Application.PDF
— 01-54247 Omnibus Obj to Claims.PDF




o‘

Filing When CM/ECF ©, - " 0=

is Under the Weather =~




What do | do when
CM/ECF Times Qut?




| didn’t receive a Notice of

Electronic Filing, Now What?

Run a docket report,
Including links to the Notice
of Electronic Filing to see if
your filing was accepted

Docket Sheet

Case number |03-50024

( Filed I

to
" Entered I

Documents I to I
I Public docket
¥ Include terminated parties
W Include links to Motice of Electronic Filing

= HTML

' Text
Sort by | Cldest date first |
Run Report | Clear |

Filing Date Docket Text

011572003 B | Chapter 7 Voluntary Petiion. Receipt Number co, Amount Paid §200, F
(Tones, Phillip) (Entered: 01/15/2003)

OUTF2003 B2 | Order Dismissing Case Signed on 17172003 (Tones, Phillip) (Entered: 0

01172003 B3 | Crder Dismizsing Case Sioned on 1/17/2002, (Tones, Phillip) (Entered: 0

011762003 B | Meeting of Creditors. 241(a) meeting to be held on 12/15/2003 at 12:45

Courthouse, Courtroom #4B, Camden, NI Last dav to oppose discharg
by 121152 003, Government Proof of Clawn due by 171572005, (Jones, |



| didn’t recelve a Notice of
Electronic Filing, Now What?

If your filing does NOT appear on docket, re-file

If your filing DOES appear on docket,

— If there is a link for the NEF (silver bullet), click it to
open, and print for your records

— If there is no link for the NEF, serve all parties and file
a Certificate of Service. Print docket report to be
submitted to chambers in place of NEF.



Possible Consequences

Not
checking
docket
report
before
re-filing

Creates aduplicate
filing

IT filing fee is
required, may be
charged twice

requires filing a
Notice of Document
ENntered iNn Error



Filing when CM/ECF 1s Not
Operating

CM/ECF Is occasionally
down for maintenance
for short periods.

All system problems are
logged and verifiable by
the Court.

Please wait for ECF to
return to normal
operation




If you have a time
critical filing & the
deadline passes while
the system iIs down,

Please wait for the
system to become
avallable, e-file the
document, THEN...




TIME CRITICAL Filings

Prepare a Request to Change
Filing Date

— Include Case # and Document # 4

Prepare an Affidavit stating
that the system was down

E-File the Request with

Affidavit as an Attachment:
or >
>




Pro Hac Vice Motions



Delaware Bankruptcy Court
L.R. 9010-1(b) Pro Hac Vice.

“Counsel may be admitted
pro hac vice only upon
motion and after satisfaction
of the requirements of




E-Filing Pro Hac Vice Motions

Must be filed in all
cases where
appearance Is
requested
(adversary and/or
bankruptcy cases)

Follow Judge’s
procedures for
delivering proposed
orders to chambers
for consideration

SECF

Bankruptcy

File a Motion

01-55555 Larce Corporation

=T % fu {Tay) :_J
Fay Filing Fee in Installments -Application

Fay Taxes -Application

Fawment of Administratrve Expenses/Claims - Motion

Fayroll Deduction - Motion

{Fro Hac Wice Admission - Motion
Frohibit Use Cash Collateral - Mation

Frotectrve Urder - otian -]

Ne:-;t' Clear |




Possible Consequences

NOT
CONFORMING
TO LOCAL RULE

OR
not filing in

all
appropriate

cases

MOTION MAY BE
DENIED/you MAY
NOT BE ABLE TO
APPEAR IN THE CASE

MAY DELAY HEARING
IFfnotfiled in
correct case



Amended Complaints



Amended Complaints

The amended complaint must clearly state what
IS being amended (ex. substituting parties,
change in demand)

E-File: > >



Possible Consequences

NOT PARTY MAY NOT BE
CLEARLY ADDED OR CHANGED
STATING IN CAPTION
WHAT IS

BEING MAY DELAY ENTERING
OF DEFAULT/DEFAULT
AMEIEDED JUDGMENT

COMPLAINT



Importance of Choosing Correct
CM/ECF Menus & Codes



Adversary vs. Bankruptcy Menu

If an event code is not in the Adversary
Menu, check the Bankruptcy Menu

It Is acceptable to use the Bankruptcy
Menu on a limited basis for Adversary
filings

Frequently used event codes not In
Adversary Menu — send an e-mail to:
Stacey Manley@deb.uscourts.gov



Choosing Correct Dictionary
Event Code

Bankruptcy Events

AnswenFesponse. .

When filing an answer to Appedl
. Batch Filings
a motion, select Clains Adtions

Court/ Options

[AnswerS]’ nOt [MOtlonS] Clourt Batch Diocleting (mult. pdfs - mult. cases)

Court Mulh- Case Docketing (one pdf - mult. cases)

Creditor MMantenance.

When filing a motion, do Fie Clams

First Day Motions

NOT SeIeCt [NOtlceS], Motions/Applications

MNulti-Case Docletine

select [Motions] Mosoes

Open a BE Case
Orders. ..

Incorrectly filed -y
documents won't show
on proper reports

You will be contacted
to re-file improperly
filed documents



Possible Consequences

Choosing
wrong
menu/code

TIP:

If youcan't find
code, Contact the
court’s help desk

Court may request
thatyou file a
Nnotice of document
entered in error

MAY DELAY ENTERING
OF DEFAULT/DEFAULT
JUDGMENT

May not be scheduled
for or considered at
hearing



Certificate of No Objection (CNO)
Certification of Counsel (COC)



Certificate of No Objection/
Certification of Counsel

Caption must include the
referenced document #

Must be filed in AP when
pertaining to a motion in the AP

Do file prior to objection
deadline

Follow Judge’s procedures for
delivering proposed orders to
chambers for consideration




Possible Consequences

filing INn main

bk case, not will
including
referenced del ay
document#, & entr—y Of
not following
chambers order

procedures



Notice of Completion of Briefing



Notice of Completion of Briefing

When a pleading is filed that 4/

requires briefing (ex. Motion

for Summary Judgment), LEGA L
prepare a B P\‘E F

Check chambers procedures for

Individual judges’ briefing el

requirements

> >



Possible Consequences

failure to motion will be
file a notice overlooked &
of Nno hearing
completion will be
of briefing scheduled
Or using
wrong

event code



Notice of Dismissal vs.
Stipulation of Dismissal



Notice of Dismissal vs.
Stipulation of Dismissal

Notice of Dismissal to be filed if no
answer has been filed

Stipulation of Dismissal to be filed if
answer HAS been filed

BOTH must contain the
following language:

“This adversary proceeding Is
hereby closed.”



Possible Consequences

Filing a
Nnotice when
an answer Is

filed
(Instead of
stipulation)

will delay case
being dismissed
and closed

TIP:

Judge’s signatureilis
only regquired on
stips which pertain
to the discharge



Settlement Agreements




Settlement Agreements

File in the Main Bankruptcy Case per
F.R.Bankr.P. 9019 ( In the AP Case) nore: .

Fitzgerald has a different requirement for filing Settlement Agreement — see chambers
procedures)

Include AP Case # and Names of Defendants
In the body of the Agreement

E-File: > >
Add free text stating
parties & AP Case #. Example:

Motion to Approve Settlement Agreement Between Large
Corporation and Yummy’s Ice Cream re: Adversary Case #01-
12345. Filed by Large Corporation (Mason, Perry).
(Entered: 03/15/03)



Settlement Agreements
What to File in the Adversary Case:

File a Notice of Settlement Agreement in
the AP case relating to main case # and
d O C U m ent # (NOTE: J. Fitzgerald has a different requirement for filing

Settlement Agreement — see chambers procedures)

[Adversary] > [Notices] > [Settlement —
Notice]

When the terms of the agreement have
been met, a Notice or Stipulation of
Dismissal (depending on settlement
language) should be filed



Possible Consequences

Failure to
Tile
settlement
agreementin
main
bankruptcy
case & notice
IN ap case

Judge will notsign
settlement
agreement

May receilve notice
of contemplated
dismissal or
request for status

Ap may be dismissed



Recap ~ What to File in the Main



Recap ~ What to File
In the Main Bankruptcy Case

Pro Hac Vice Motions
— File in each relevant case

Settlement Agreements
— File in Bankruptcy Case ONLY

NO OTHER ADVERSARY FILINGS
SHOULD BE FILED IN THE MAIN
BANKRUPTCY CASE



Inactive Adversary Cases




Inactive Adversary Cases

If a case Is inactive for a period of 3

months, you may receive a
or

You are responsible for responding by
filing the appropriate document

— EX. Notice of Dismissal, Status Report, Notice
of Settlement Agreement



Possible Consequences

NO case May be required to
activity for attend status
more than 3 hearing

months

Case may be
dismissed



Entry of Default &
Default Judgment Procedures



3 Step Process

STEP #1
& Request for Entry of Default
STEP #2
& Request for Default Judgment
STEP #3

the following to Court:
— The one page proposed Entry of Default
— The one page proposed Judgment by Default



Entry of Default

An Entry of Default can be
requested when the
defendant has failed to
answer, plead or defend



STEP #1: Preparing Request
for Entry of Default

Prepare the following in PDF Format:



STEP #1: E-Filing Request
for Entry of Default

[Adversary] > [Motions] > [Request for Entry
of Default]. Note: Add defendant’s name in free text.

Main Document:
1. Request for Entry of Default

Attachments:
1. Affidavit & Certificate of Service for this pleading

2. Proposed Entry of Default

3. Copy of Certificate of Service from the Complaint



Entry of Default Judgment

An Entry of
Default Judgment
can be requested

next




STEP #2: Preparing Request
for Entry of Default Judgment

Prepare the following in PDF Format:



STEP #2: E-Filing Request for
Entry of Default Judgment

[Adversary] > [Motions] > [Request for Entry

of Default Judgment]. Note: Add defendant’s name in
free text.

Main Document:
1. Request for Entry of Default Judgment

Attachments:
1. Certificate of Service for this Pleading

2. Proposed Judgment by Default



STEP #3: E-Mail Proposed Forms

E-mail both forms (Proposed
Entry of Default & Proposed Judgment by
Default) in Microsoft Word or WordPerfect
Format

Please do not send files containing
affidavits, certificates of service, or
requests

Multiple attachments to a single e-mail are
acceptable



STEP #3: E-Mail Proposed Forms

Send e-mail to:

DEBDefault Judgment@deb.uscourts.gov

Your E-Mail Should Look As Follows:

Subject:

Tox

DEBDetault Judgrmentf@deb. uscourts. goy

ES

b

99-50504 Defaults

N ~

N N

EntryofDiefault00-12345 wpd  JudgmentO0-12345.wpd  EntrpofD efault0Z-46464 wpd  JudgmentDZ2-346464. wpd



Example of Forms to E-Mail

United States Bankruptcy Court United States Bankruptey Court
District of Delaware District of Delaware

Inre i
fheebe ) Lebtar i Case No
Debtar i Case Ha. ] :
: )
1 i Chapter
1 Chapter F laintifi 3
Flaintiff B 3
] W, ]
w. 1 3 Adv, Proc. Mo, __
¢ Adv. Froc. Moo __ Defendant
JUDGMENT BY DEFAULT
ENTRY OF DEFAULT
Default was entered against defendant
It appears from the record thatthe following defendant failed to plead ar anEd
otherwise defend in this case as required by law, an . The plaintiff-has requested entry of judgment by default
2=
Mame:

and has filed an affidavit ofthe amount due and stating th at this defendant is notin the

military serncice. Furthermore, it appears from the record thatthis defendantis not an

infant or incompetent person. Therefore, pursuantto Fed. B, Civ. P, 55(bJ1), as

: ; : incorporated by Fed. R. Bankr. F. 7055, judgment is entered againstthiz defendantin
Therafore, default iz entered againstthe defendant asz authorized by Fedaral

Rule of Bankruptey Procedure 7055, favar af the plaintiff as follows:

EntryofDefault00-12345 Judgment00-12345



Possible Consequences

Not following
all three steps

ENntry of
Choosing default and
“default default
judgment- judgmentwill
motion” code Nnot be entered

When filing a
request



Correcting Errors in E-Filing



Correcting Errors
In E-Filing
If you have erroneously:

Attached the wrong PDF,
Filed using wrong case #,

Filed the same thing twice

File a

(In all other instances, file a )



What to Include In the

[N THE UNITED STATES BANKRUPTCY COURT

The Caption Must FOR THE DISTRICT OF DELAWARE
state the case name
and number and the
related document Dettr
number

In Re; The Big Corporation : Chapter 11
Case Mo, 57-123456 (PTW)

Belated doc # 2000

NOTICE OF DOCUMENT ENTERED IN ERROR

The body must state
a description of the = ™messmes
document and the

] JOE ATTORNEY, ESQUIRE
reason you wish to .
have It entered In e o

er ro r Wilmington, DE 19301

Please take notice that docket entry number 2000, Motion to Distniss, was entered in



Training & Resources



Attorney CM/ECF Manual

Step-by-step instructions can be found on the
Court’s website ~www.deb.uscourts.gov

Point to and click

Please use on-line manual simultaneously
with CM/ECF to ensure you are following the
most up-to-date procedures

— Open browser twice, then restore windows down
and resize



Manual & CM/ECF:
Side-by-Side

&) Adversary Case Dpening - Netscape 3 = Eliﬂ
. File Edit Yiew Go Bookmarks Tools Window Help

= @oQ @ Q Q. c:

o ‘5 Home | E3Bookmarks

Internal CM/ECF Tes p
. File. Edit ¥ew Go Bookmarks Toaols ‘Window Help

@o 0 @ o O |% https: ffecf-test.deb.circ3,doncai-binflagin, i ! [Q. SearchJ

o 55 Home | E3Bookmarks

Adversary Case Opening

Opening an Adversary proceeding involves entering the
necessary mformation regarding the plamtift, defendant, and
basic statistical data The complaint is incotporated into this
process, and the PDF of the complaint must be associated
during this process. The complaint must ITOT be docketed
separately. During the filing of this event (unllce the opening of a
Banliuptey Case), the attorney for the plantiff must select
himselfherself at the attorney selection sereen (refer to
itistructions below).

Important! The summons and notice must be
filed as a separate docket event and must NOT
be included with the complaint in the Adversary
Case Opening process. For instructions on how
to file the summons and notice, click here.

E-FILING INSTRUCTIONS:

* Click [Adversary]

+ Zelect [Open an AP Case]

* The following wformation displays, DO NOT
CHANGE ANY OF THIS INFORMATION
Acceptthe defaults and click [IMext].

o (Case Type: ap for adversary proceeding

Tintn Bilad: 4. Aok i e

Bankruptcy « Adversary + Query « Reports « Utilities

Adversary Events

Arnswers,..

Complant & Summons
Motions

Notices

Open a MP Caze

Open an AP Case
Other i ;'

-
A
() G | Atiarney Docu.,. spaning hirn I =] | =

(S &5 | hittpst ffeck-test debiciecd den fogi-bin Dispateh plRCpenApCase




Other Resources at
www.deb.uscourts.gov

Local Rules

— Point to [Local Rules] and select [U.S.
Bankruptcy Court — Local Rules]

Clerk’s Office Instructions & Guidelines

— Point to [Clerk’s Office] and select [Office
Instructions and Guidelines]

Chambers Procedures

— Point to [Chambers]| and select appropriate
Judge



CM/ECF Training

To request CM/ECF training, complete a
CM/ECFE Training Reguest Form in Adobe
Acrobat Reader, save, and e-mail to:
Kelly Moyer@deb.uscourts.gov

— Point to [Case Information]

— Select [Case Information Systems]

— Click [CM/ECF Support & Training]

— Click [CM/ECF Training Request Form]



NEED HELP???

=)

Contact the Court’s
HELP DESK
Monday through Friday
8:00 am - 5:00 pm
302.252.2887
helpdeskde@deb.uscourts.gov




Additional Contact Information

Deborah Colmyer, Process Specialist
Deborah_Colmyer@deb.uscourts.gov
302.252.2901

Kelly Moyer, Training Coordinator
Kelly Moyer@deb.uscourts.gov
302.252.2891



